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UT BINH DA VIET PUQC 6 BAI HUONG DAN THUC HANH EXCEL 2007 VA PA RUT
RA 1 SO KINH NGHIEM DE TAP HOP TRONG BAI * THUONG DUNG “ NAY . BAI
NAY RAT O fCH VI THUONG XUYEN DUNG NO VA TU' NAY VE SAU 0T BINH
KHONG CAN LAP LAI CHI TIET PO’ MAT THI GID' SOAN THAO  — CHO BAI VIET
NGAN GON LAI BANG CACH CHI NOI BAI Y THAO TAC VA BAN NAO QUEN THAO
TAC THI THAM KHAO LAI TRONG BAI NAY . BAI NAY SE PUQCBO_ SUNG
THUONG XUYEN VA MONG DON NHAN THEM “THAO TAC THUDNG XUYEN ™ CUA
BAN DOC GOT DEN . KHONG GI “ GAN CUNG MINH * LA MOT BAT PAU HOC MA
DA VIET BAI DAY THIEN HA PHAI KHONG CAC BAN NHUNG DO CHU NHAN

( THUONG NGUDT DO’ HON MINH ) — DO CHU DUNG ( PHAI CO GAN ) — DO CHU
TRI ( PHAI HOC TUY DA LON TUGI DE KHOI BI CHE LA DOT ). TOM LAI SONG
TREN POT CAN 3 CHU : NHAN — TRI — DUNG . CHINH Vi CAU MAO DE NAY
TRONG BAI VIET : " TAO DVD BANG CHUONG TR INH PROSHOW GOLD VA NAP
MUC MAY IN PHUN " UT BINH DA GOT DANG TREN BAO LAM BAN VOT MAY VI
TINH VA BUQ'C CHAP THUAN CHO PANG .

CACH TAO 1 6 CHUA NHIEU DONG VAN BAN :

Chon 1 O > Nhap Vin ban : S6 TT > Enter > Chon lai Ovira nhap > NGt Wrap
Text > Thu hep Cot > Noi rong Dong > Ban da c6 0 S6 TT chir SO nam trén chir
TT trong 1 0 .(H9) .
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2. CACH CHON KHOI :

Nhap O Trai trén cua Khdi mudn chon > Giu PhHim Shift > Nhap O Pay Phai >
Toan Khoi da dudc t6 mau xam > Ctrl+C dé Copy Khoi nay .
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3. CACH NOT RONG HAY THU HEP COT :

Chon O can nGi rong hay thu hep Cét nay > Pé con tro tai goc day Phai cua 6]
Chu Con Tro bién thanh Dau + > Ré qua Phai dé noi rong Cot va qua Trai dé thu
hep Cot.
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4. CACH NOT RONG HAY THU HEP DONG :

e Chon O can néi rdng hay thu hep Dong nay > D& con tro tai goc day Phai cua
O Chu Con Tro bién thanh Dau + > Ré xu6ng du@i hay Ién trén dé thu hep
Dong va xuong dudi dé ndi rong Dong .
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5. CACH TAO KHOI CHO 1 0 :

e Tao Khéi cho O can néi rdng : Chon O bén Phai ( O can ngi réng dén gioi han
nay ) > Ré qua Trai dén O can ngi rong hoac Nhap chon O Pau > Giv Shift >
Nhap chon O chot.
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6. CACH TRON 1 DONG :

e Tron O : Chon O can Tron sau khi da Tao Kh6i > Nhap x6 xudng cua Format >
Tab Alignment > Chon Merge Cells > Ok > Chon Nut Middle Align va Nat
Center dé canh giwa > Nat Bold dé in dam .

e Hoac : Chon O can Tron sau khi da Tao Khoi > Nhap Merge & Center > Chon

Merge Cells .
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7. TAO 4 KHOI MAT HANG DAN NOI TIEP:

o Cach chon Khéi : Nhap 0 goc Trai trén > Giu Phim Shift > Nhap O day Phai
duGi > Pa thay t6 xam Toan Khdi da chon > Ctrl+C dé Copy Khdi vura
chon .

e Nhap 0 C5 > Ctrl+V dé Dan vao tao Bang noi tlep > Nhap O K5 va 005 dée
Dan ti€ép tuc > Bandacé 4 Khoi MAT HANG giong nhau no6i tiép nam
ngang > Nhap dup bén ngoai dé bién mat Vung Chon dang nhap nhay .
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8. TAO 1 DONG PHU LEN 4 KHOI MAT HANG :

o T6 Khoi 4 O Mat Hang > Nhap x6 xudng cua Insert > Chon Insert Sheet
Row .
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9. DTEU CHINH BANG TINH NAM TRONG KHO GIAY IN :

Nhap The Page Layout > Giam dan tri s6 % cua Scale cho dén khi Mép Phai Gidy
In nam bén ngoal Bang Tinh hodc nim de I1én Mep Phai Bang Tinh > Nhap Nut
Print Preview dé xem trucc . (H7+8).
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10. TAO 4 MAT HANG CO 4 cOT BEN DUOT :

e Mat Hang TIVI co 4 Cétla : SO TT — SO Lu’dng Pon Gia — Thanh Tiénva 3
Mat Hang con lai cung co 4 Cot giong vay . Ban nhap lai noi dung cho 4 Cot
nay . (H10).
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e Chon KhéiTIVIva 4 Coét > Ctrl+C > Ctrl+V Dantaodu 4 M&tHang >

Nhap lai Tén Mat Hang . (H11).
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Chuong 1: Lam Quen V@&i Mi crosoft Excel
Chwong 2: CaAc Khéai Niém Co Ban Va X Ly D® Liéu Trong Bang Tinh
Chuwong 3: Cac Thao Tac D® Li éu DPac Biét Trong Excel
Chuwong 4: Gi6¢i Thiéu Va S Dung Céac Ham
Chwong 5: Khai Théac Co S& D@® Li éu
Chwong 6: D06 Thi Trong Excel
Chwong 7: HDinh Dang Trang Va In Bang Tinh
Chwong 8: Lam Vi éc -Wacro Tahplagsu Bang Tinh
Chuwong 9: Phim Tat Va Thda Thuat
Chwong 10: GO0m 50 bai tap co6 phim minh hoa:
Bai téapoObao ban: 3
Bai tap nang cao: 10 bai
Bai tap mé& rodong: 10 bai

HUONG DAN CAI PAT CHUONG TRINH

Chwvong trinh sé& tw dong cai dat. ®8anhoadh tan qUackrthbhotavadanit
Néu may tinh cl0a Ban khéng tw d&@mg déai bdatg daech. mBarm hss&@nghairi nh
Sau do, Ban vao thmutRpc tSBTORtWH.eke dE cai dat .

Trong |l Gc s dung chuwvong trinh, co6 thé wwi tléxn

NEu chuwong trinh cai d&t biSeltéuip bvédap cthtagy ME&Sct hpt Mm@ c MEDRo m

Chuc Ban cai dat va st dung to6t chwong trinh !
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Gido Trinh Microsoft Word 2007
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